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Introduction

The GSA Online University (OLU) can be accessed via GSA Singleis{@80) or via a neBSO direct URL. Please
find directionsbelow on the different ways to enter the new SAP site.

SSO Access
Logging in from a GSA Laptop

Navigate to the desktop of your computer. Locate the GSA OLU icon on the desktop*. Double click this icon to launch
GSA OLU. Once launched, you will then lieato navigate within the GSA OLU system.

*Please note:The below screenshot is an example only. SAP is currently designing a graphic icon that will be located o
the desktop of GSA computers. Thus, you may not see this icon at the time of GolLide rbt yet see the icon, please
OAil BT OAOCEIT U A 111Tx AAAAOO OO0CADPO 3T ,ADAOIPABO PACA £ O

Pagel | © 2016 eSkillz Corpll Aights reserved. Powered by: M



A
Regional Administratodob Aid GSA

Logging in from a NorGSA Laptop

1. From a norGSA laptop, first navigate to the following URhttps://gsaolu.gsa.gov
Noteqg 01 AAOGA Al AAO 1T OO0 Ui OO AOT xOAO8O AAAEA AT A Al
will allow your browser to relirect you to the retired OLU, which is no longer accessible.

2. %1 OAOUsNMDOO} BOAO )$ xEI T AA Ul Gaomrb. 4A GOO0ON GT18A 1488 TAn A2

AA1T EOAOU 1 AOET A &£ O OAAARAEOETI ¢ UT 00 OALBMX® OAOGDI T A

GSA

Test 2-Factor to Success Factors

Please enter your UseriD below

UseriD

)  sun

GSA

Test 2-Factor to Success Factors

Please choose he delivery method for your Registration Code

® Soft Token - SecureAuth OTP Moblte App

E-mall oo @gsa.gov

VOICR | 0007663 + Voice

PhonaMobile xo-ou-4111 = Voica  SMS/Text

Submit
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3. Once you receive your delivery method, you will Is&ed to enter the registration code. This code is unique
AT A xEI1 AEAT CA xEOE AOAOU OECIT sSudmigo %A @A@ 1G&EA OAC

GSA

Test 2-Factor to Success Factors

Entar 1w COde hat you jJust received by fext

Repistaton Code

—

1
4
7

4. . Agobnh AT OAO Ui OO0 %. Subntd OAKOORT AT A Al EAE OEA O

GSA

Test 2-Factor to Success Factors

FPlease entsr the passwoed 35500ated with your User ID
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5. You will be directed to the ve GSA OLU homepage. Please keep in mind that your homepage appearance may
differ slightly based on your role (ex: employee vs. supervisor/ manager) or personal tile configuration.

GSA. >
ONLINE UNITERSITY

Sart by Date | Type Links

24xT Live Support Section 508

@ You are all caught upl Accessibility

~ Recently Completed (0) & Edit

There are no recent completions.

Welcome

You don't have any Admin Favorites shortcut
links yet. Click here to add some
L =]
& =
m 1 Addiremove tiles

Mandatory T...

( My Admin Favorites

Welcome to GSA's Online University!
Below are best practices about the
new system:

« Please delete your browser
history/cookies to optimize system
performance.

+ Remember to turn off your pop-up
blocker to access OLU courses.

« To find courses, navigate to the

Learning page using the drop down

navigation button under Home.

Mote: Your training history from the
v

——
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Non-SSO Access (Direct URL)
Logging in as a NotGSA EmployeefaOff-Network GSA Employee

If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thus not utilizing SSO
you will need to access GSA OLU via a direct URL.

1. Navigate to the following URLhttps://hcm03.ns2cloud.comiogin?company=GSAHCMOBhis will take you
to the direct system login page for the GSA OLU site.

2. %1 OAO Ui OO0 OOAOT Al A AT A LB O AIDODT A
Gompany b h Bl AAOA OGEAHOMQR &I 111 xET Cq

Log in

Please log in to begin using
SuccessFactors. Both your roetsEnaner

f
username and password are case Password ’ E e o
sensitive. Forgot Password? 9 @ @ @. oe @

@@Qe»eo%@

= P> S
o7 g:.w

3. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance me
differ slightly based on your role (ex: employee vs. supervisor/ manager)
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GSA .., Home-
ONLINE UNITERSITY

Sort by Date | Type Links

24xT Live Support Section 508
& You are all caught upl Accessibility

~ Recently Completed (0) & Edit

There are no recent completions.

Welcome My Admin Favorites Live Support...

You don't have any Admin Favorites shortcut
& =
m 1 Addremove tiles

links yet. Click here to add some

Welcome to GSA's Online University!
Below are best practices about the
new system:

« Please delete your browser
history/cookies to optimize system
performance.

« Rememberto turn off your pop-up
blocker to access OLU courses.

- To find courses, navigate to the
Learning page using the drop down

navigation button under Home.
GsA

Nate: Yourtraining historv from the

Trainin
- L

——
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Main Menu Navigation

Your homepage Wi consist of a main navigation bar at the top of the homepage. This navigation bar contains a
dropdown menu that lists all the Success Factors modules available to you (based on your role), along with links to
other pages within the system. Click on thR®me icon to return to the OLU homepage from any location.

GSA ., [Fome-
OMNLIME UNITERSITY

Home
Learning —
Admin Center Sort by Daie | Type
Live Support 24x7
& You are all caught up!
~ Recently Completed (0)

There are no recent completions.

The dropdown menu containdome, Learning, and24x7 Live Supportinks.

TheHome link will take you back to the homepage no matter where you are in the platform.
TheLearninglink will take you the learning management area of the system.

The Admin Centerlink will take you to the dministration area of the system.

The24x7 Live Supportink will take you to the area of the system where you can interact with an OLU Live
Support Specialistd that can assist with general OLU navigation and utilization inquiries.

= =4 =4 =9
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Homepage Features

YowrET I ADACA EAO 1 Ol OE®DI DEADAGODOA S ABUGuMDNad@Eixdn@itiem/EA O A
layout. Tiles are movable and cdire edited to fit your system needBelow is an explanation of eabature tileon
your homepage.

GSA.,, tome-
ONLIME UNITERSITY

Sort by Date | Type Links

24xT Live Support Section 508
Accessibility

@ You are all caught up!

+ Recently Completed (0) & Edit

There are no recent completions.

Welcome i My Admin Favorites

You don't have any Admin Favorites shortcut

links yet. Click here to add some
$ [=|
m 1 Addiremove tiles

Welcome to GSA's Online University!
Below are best practices about the
new system:

+ Please delete your browser
history/cookies to optimize system
performance.

+ Remember to turn off your pop-up
blocker to access OLU courses.

+ To find courses, navigate to the

Learning page using the drop down

navigation button under Home.

- Yourtraining historv from the
h

——

Descriptions

To Da: Lists all your incomplete items, completed activitipgnding approvalsand tasks assigned to you from all
modules within the sgtem. To Do items can be sorted by date and/ or type.

Links: Displays links added as shortcuts to other pages and areas of the system. To add or remove shortcuts, click the
Editbutton to view a list of available links.

Welcome: Displays information onhie new GSA OLU and will have announcements pertaining to the new Learning
Management System.

My Admin Favorites Displays links added as shortctissthe Admin Center (@ministration area of the systejn

Page8| © 2016 eSkillz Corpll Aights reserved. Powered by: m



A
Regional Administratodob Aid GSA

24x7 Live Support Click on the eSkillz Live Supr picture to be transferred to a GS¥hat classroom support page

j DI xAOAA AU A3EEI1UQ8 3EI DI U OAIl AZAdyduiwll bedrhéctedviith QLA O A ¢
support specialists who are standing by 24 hours a day, 7 days a Sugghort specialistsssist with generaDLU

navigation and utilization inquiries including how to use tbeU, how to find training, course launch assistance and

more.

Mandatory Training:#1 EAE 11 OEA O' 3! - Al AAOT OU dat@aihirg fotie erdie A O O ¢
year. Please review this list and assign/ register for training in OLU.

Tile Browser. Allows thesupervisorto add or remove tiles from the OLU homepage.

Homepage Options

The homepageptions drop-down menu can be accessby clicking on your name in the top right hand corner of the
OLU homepage.

Esi Omoh-RegionalAdmin (esi-regionaladmin) «

Opfions
Admin Center
Logout

b

Descriptions

Options: Change display options, select a new landing page, change language options, and access accessibility
settings.

Admin Center. Administration area of thesystem.

Logout: Logout of the OLU system.

Paged | © 2016 eSkillz Corpll Aights reserved. Powered by: m
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Toperform administrator related tasks in thgystem you must first navigate to thedarning Administratiorarea of
the Admin Center.

Navigate to the Learning Administration Homepage

1. Locate the main navigation bar at the top of the OLU homepage. Click on the Home icon to open the drop
down menu.

2. Click on theAdmin Centericon. Thiswill take you theadministrationarea of the system.

G SA Osm'ﬁksl'lv | AETIE S |

Home

Learning
Admin Center
Live Support 24x7

Sort by Date | Type

& You are all caught up!

~ Recently Completed (0)

There are no recent completions.

3. ClickLearningand selectearning Administration.

- .
G SA omhnwv Admin Cente§

Admin Center

Tool Search

PLEASE NOTE: EMPLOYEE PROFILE UNIVERSAL UPGRADE IN Q4,2015!

With the Q4 release, all customers who have not upgraded to either v12 or People Profile before that date will be automatically transitioned to People Profile
(exception: customers without Role Based Permissions will be upgraded to v12). For details about these upgrades, their timing and the newer features, or to
ask any questions, visit our Community site here.

e
Company Processes & Cycles - My Favorites
Click the <7 icon nextto the links you want to
@ / -~ °s add to this Favorites shortcuts list
> 4
- y
Objective Parformance 360 Reviews Compensation Variable Pay
A it Manageme s
te
RAAAR b S 'W e =l - News & Updates
o8 = 4 ’f QU & There was an error while performing this
£ Calibration Leaming Development Succession Presentations operation
-~ P
- ~ -
earning Administration ¢ > Il
| (Chsemia = o Resources & Materials
Recrulting L iles Pay Scale based Reporting
pay Help & Tutorials
) - 4
a‘{{‘ .','-’/, « D -~ Role-Based Permissions Administration
. A
v ¢ 1ty
Payroll Company Settings Mobile BPE Development Customer. Communty
Tool Handout Builder
Refer a fiend and eam rewards
‘v

Manage Employees

- &

Manage Forms by Update User Set User
User Information Permissions

Pagel0| © 2016 eSkillz Corpll Aights reserved. Powered by: m
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4. You are now in the Learning Administration area of the Admin Center.

Ecneck system

i Esi Omoh-RegionalAdmin ~ G S A -
Learning Administration v e s N

@-77

Home | Users  Learning  System Admin References  Reports

. ‘ Seatch: [ Enter Kevwords or Commandt ] | ‘ & ‘
3 @
Welcome

Welcome to SuccessFactors Administration
New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around
” Watch the Tutorial @
P
>

Quick Links /

= Create Online Course =1 Create Instructor-Led Course Add Scheduled Offering @  Add Assignment Profile @  Record Leaming - Multiple

= | aftercreating an fem (course) and User, =/ = #fler creating the User and the Item @ A Seheduled Offering i an Instructor led Create 3 list of user attriutes to Store the camplelion of 2 caurse or any

L ol Can silhar assign fhe coures User — — (coures; schedule whenihe saures wil course. Ralows for registration by automaticaly assign things to Users cler learning related ftern, incluing
Hieeis Mol or o siaightto récord B ta gt (ah Offering o the coUrae) users. Additionall, tesources can be Assignments tan include Curricula, scheduled offerings
cornpletion Tor the User. The cormpleti Carmpletion can be marked based on epecified for ts execution such asthe .. Performance Reviews and more.

@  User Needs Mgmt
Assign of remove assignments for
aroups of Users. Assignments can
include Curriculum, Courses, and
Competenciss.

Learning Administration Preferences andlime Zone Settings

To prevent future time zone display issues when creating Scheduled Offerings (S@jglilisrecommendedhat
administratorsselect the appropriate Admin Center preferences.

1. From the Learning Administration page (also called SuccessFactors Administration), click on the Preferences
o

iconlocated in the top right corner of the top menu frame

DHEMN = N & (i ]

Home Users Learning System Admin References Reports

| Search: [ Enter Heywords or Commancd ] Go p | |

. | @
Welcome

Welcome to SuccessFactors Administration

New to SuccessFactors Administration? We have provided a brief tutonial to help you learn your way around.
Watch the Tutorial @

Pagell| © 2016 eSkillz Corpll Aights reserved. Powered by: m
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2. LocateOEA O3 AT AAO A ,TAAT A ATA 4T A :1T1TA6 OAAOE

Preferences

= Locale

Admin ID: ESKO0000003
Name: Omaoh-Regional Admin, Esi

Viewable Domains I Password ]

General Settings

Enable Guide Me Mode: |«

Select a Locale and Time Zone

* = Required Fields

* Active Locale ID: @,

*Currency ID: | v

* Time Zone ID: [ " Zone

Help

Apply Changes

] Always display Schedule Offerings in this Time

Apply Changes Reset

3. Under the Settings tab of the Preferences pagater/ select the following information:

a. Active Locale ICENnglish
b. Currency IDUSD (US Dollar)

c. Time Zone IDEastern Standard Time (US/Eastern)

Note: Scheduled Offering
times will be displayed in
the selected time zone.

Select a Locale and Time Zone

* = Required Fiekls
* Active Locale ID: ©, [English
*Currency ID: | USD (US Dollar) v

*Time fone 1D: | Eastern Standard Time (US/Eastern)

T

fone

) Always display Schedule Offerings in this Time

Apply Changes RHeset

4. Checkth O!'1 xAUO AEODI AU

SAEAAOI A

5. Click Apply Changes to save your preferences.

Pagel2| © 2016 eSkillz CorpllAghts reserved.
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Preferences

Help

= Locale

Admin 1D: ESK0000003
Name: Omah-Regional Admin, Esi

Settings Viewable Domains I Password

General Settings

Enable Guide Me Mode: |«

Apply Changes

Select a Locale and Time Zone

* = Required Fields

* Active Locale ID: @, [English

*Currency ID: | usD (us Dolar) v

Always display Schedule Offerings in this Time
@ Zone

ﬂ Apply Changes Reset

*Time Zone |D: | Eastern Standard Time (US/Eastern) v

]
6. Click thew icon in the top menu frame to return the Learning Administratiorpage.

Home Users Learning System Admin

Search: | Enfer Keywords or Commandt ] Go )

Preferences Help

= Locale

Admin ID: ESK0000003
Name: Omoh-RegionalAdmin, Esi

Settings Viewable Domains I Password
General Settings

Enable Guide Me Mode: |+
Apply Changes
Select a Locale and Time Zone

* = Required Fields

* Active Locale ID: Q, [English
*Currency ID: [UsD (Us Dollar) v
*Time Zone 1D: | Eastern Standard Time (LS/Eastern) v | Always display Schedule Offerings in this Time

— Zone

Apply Changes Reset
Update the Locale Format Options

* Date Pattern ID: Midiyyyy (MMIDDAYYYY) ¥
* Time Pattern ID: hh:mm aaa (hh:mm AM/PM) ¥
* Integer Pattern ID: Long_01 (1000} ¥

* Decimal Pattern ID: Double_01 (1000} ¥
*Currency Pattern ID: | Currency_01(1000) ¥
* Percentage Pattern ID| Percentage_01 (1000) v

Apply Changes Reset
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To create a Scheduled Offerif§0O) youmust first select theparent learning item to build fromA learning item can be

an Instructor Led Training (ILT), Wdased Training (WBT), webinar, demonstration (DEMO), on the job training
(OJT), etcln the Scheduled Offering case, the parent itemlyvé anlLT.

Navigate to the ltemsArea

1. From the Learning Administration page (also called SuccessFactors Administratiof) A E  llearninpE A O
icon.

System Admin

‘ ficis oF Cormmand ]

Welcome
Welcome to SuccessFactors Administration
’f
_J

New to Successkactors Administration? We have provided a brief tutonial to help you learn your way around.
Watch the Tutorial @

2. Click on the Items tab in the left menu fram¥¢ou will be directed to the area of the system whgou can
search and viewour desired Item.
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